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Course Obijectives

WAl c Ml Course Objectives

Overview of the NBRSS and NBS

Oracle Basics
New Patient Request Processes

Important Dates and Activities
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Discuss NBRSS and NBS Project
Short Introduction to Oracle
Discuss New Patient Entry Process

Hands-on Exercises
. Wrap Up
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Training Guidelines

WAL M Training Guidelines

Ask Questions
Cheating is encouraged
Don'tlet me get ahead

Have fun!
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Questions

WA 1VEMl Questions

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

Questions?
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How to Use the Manual

W42l How to Use the Manual

e T ST

» Each Student Guide contains a Table of Contents

Table of Contents

INIH Receivables Customer Eniry: Course Overview
HIH Receivables Customer Entry: Course Overview
Courge Objectives

Training Chaidelines

How to Use the Mangal

Accessing Oracle via the NIH Portal

Logging in to the NIH Portal

Adding a Compunity to wour NIH Portal View
Questions

NERSS Overview
HIH Business and Research Support System (MBREE) Owerview .
HIH Enterprise IT Swstems Architecture
HBR33 Project Objectives
MERZE Governance Strocture.

HBZ — How it Works

Expected Cutcomes of the NE3

Realities of the NB3

Track 1 Activities: General Ledger/Budget...
Sample Track 2 Activities: Travel

1
2
.13
4
L1-5
8
1
1
1
1

=R =Y

Accounis Receivable Overview
Track 2 Accounts Receivable Cverview
Leszon Objectives
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How to Use the Manual

W42l How to Use the Manual

BT s & RSk BV ST

» Each Chapter constitutes a lesson

» Each lesson has a set of objectives

Lesson Objectives

o160l | csson Objectives

After this lesson you should know how to:

+ Process customer addition requests

+ Process customer update requests

+ Conduct routine customer table maintenance activities

Copyright © Oracle Corporation, 2001. All rights reserved.

How to Use the Manual
Chapter 2 - Page 4



How to Use the Manual

W42l How to Use the Manual

» The lessons contain information on the business processes as well as
step-by-step instructions on how to perform tasks in the NBS

Mew Customer Addition Request Frocess

3100 W New Customer Addition Request Process

OFM Processes Request

IC Enters Request

=l 1. Accessrequest

i
‘ 2. Search for Existing Customer ‘

Trawel Plarner sestches
for existing sporsor recard

Customer Addeliion

7
Travel Planrer downloads ‘ 3A. Enter 3B. Reject |

Request Request
Request fom fromthe

MIH Trave Portal Page

‘ 4. Inform Requestor |
Travel Planrer completes
the fortn and emals tta || ) l

the NERSS Customer ‘ 5. Move Request
Requests Mailkbox

&1 recpuests should be subraitted via ernail. Recuests will be forearded to a certral mailox,
accessed through Microsoft Outlook.
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How to Use the Manual

W42l How to Use the Manual

Entering a New Customer

Step-by-step instructions on
how to perform tasks in the _ _ _

The purpose of this documert 1s to describe how new customers are entered into NBS. Ifa
NBS are co ntained in o cé!;stomerta]..readye)dsts in MBS, bt recpuires rnodification, then refer to one of the following

“‘Navigation” documents. +  Entering New Custoraer Cortact

Entering a New Custorer Bill- To Address

Navigations: © Modfying Custorer

MIH Recerables Customer Entry

1. May contain a Purpose or I = Customers > Standard
Prior Activity Sectlon Find/Enter Custorers

Purpose

Contain a Navigation Box T

on the first page T

Account Name

Contain a picture of the B
screen that you will use to

enter the data e b .
Lastbame [ st Hama |

Search Type @ Expct® © Fugr Closr
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How to Use the Manual

W42l How to Use the Manual

TN RSTITTS O HEATH
q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

» Navigation Boxes describe how to get to the appropriate screen in
Oracle to perform the task

NIH Receivables Customer Entry < Oracle Responsibility
N > Customers > Standard< Navigation Path
Find/Enter Customers < Screen Name

» Navigation Boxes are always followed by a screen shot of the window
you will navigate to.
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How to Use the Manual

@311 8l How to Use the Manual

s s s ms

a2 acGE e

1. Directive

i If a message is received stating that no customer matched your criteria, goto task #3.
Statements WI” Otherwise, goto task #d4.

help you
determine your
next step. The

4. Place your cursor in the line associated with the omer contact that displays both the
statements are Party Number and Customer Number.‘._é

3. Select the Cancel button.

Goto task #1.

indicated in Bold . Select the OK button.

Words |n BOId [Result: The Customers - Standard window is displayed.
font indicate a

field, window, or

button name
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How to Use the Manual

@311 8l How to Use the Manual

BT s & RSk BV ST

The shaded fields indicate that the entry is optional or that you should
accept the default values

Enter the city rarae in the Sie Name field.
Enter the followirng address inforemation.

Field Description

Couniry Select the appropriate country from the LOV.
Address Enter the address ling mformation

City Enter the city nare

Stake Enter the state

Postal Code Enter the Postal Code

Province Enter the province dbbresdation

County Enter the county name

Example: The following iz a saraple corapleted Supplier Sites windowr.

If a field is not referenced, you should not change the default value.
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How to Use the Manual

W42l How to Use the Manual

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

Note s provided after the task instruction provide useful information or
helpful hints to complete the step.

13, In the Payment Method {i=1d, select the appropriate payment method for this suppler.

- Hote: Ornice bank irdormation is associated with a supplier, the Payment Method fisld is

antommatically updated to Electronde.

14, Sawe the record.
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How to Use the Manual

W42l How to Use the Manual

W SFPORT ST

The e nd Of the Example: Below 1z a sample completed Contacts: Roles region tab.

taSk Wl” be Addn T"" ificati Iordar“ q ‘I“ & ‘,If‘ icati I"‘ tact: ICnntacts‘Hnlesm

H H — Contact Name
Indlcated by Last First Title MNumber  Job Mail Stop  Referance
JIFELOMAN [BENJAMIN Mr. Treasurer

End of Activity. | il I | |
| | ' | | L

Description Primary [ |
) Bint To W
| |

| 2 =

3. Bave yvour wotle

End of activity.
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How to Use the Manual

@311 8l How to Use the Manual

Each lesson concludes with a Lesson Summary

Lesson Summary

AU M esson Summary

In this lesson yau learned how to:
* Process customer addition requests
+ Process customer update requests

+ Conduct routine customer table maintenance activities
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NIH Business and Research Support System (NBRSS) Overview

NIH Business and Research Support
System (NBRSS) Overview
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NIH Enterprise IT Systems Architecture

trative
IT Systems
CRIS

IT Systems
NBS, EHRP

inica

ini

cl

iy
=
2
=
5
L]
S
Q.
=

Adm

Common Services
Director rtal, Single 5ii

Connectivity
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4 g"‘@‘?nbrss NIH Business System (NBS) — How it all
& ==

» Project began in FY 1999 with the development of a comprehensive business
case to replace NIH’s Administrative Data Base (ADB).

» ADB -- An integrated data base thatservices most of NIH’s administrative and
support functions.

= Central Accounting, Accounts Payable, Travel, Property, Acquisitions/Supply,
Contracts, and Service and Supply Fund activities.

= Transactions feed the accounting systemfrom the point of origin, i.e.,
procurement requisition, travel order, etc.

= Used by about 5,000 NIH employees, most of whom are in the Intramural
Research Program.

= Processes approximately 150,000 transactions each day.

» Work groups comprised of 200 NIH employees helped with the NIH decision to
go with a commercial Enterprise Resource Planning (ERP) product.

» The challenge is not to design software but to adapt NIH business practices to
the “best practices” embedded into the commercial ERP product.
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NBRSS Project Objectives

NBRSS Project Objectives

v 2 web-based systems to provide administrative support to NIH’s scientific
mission

v Links the NIH accounting structure with administrative and scientific support
functions

v Incorporates industry standard “best practices”

Deplo yed
9/9/02!

v Integrates NIH’s core administrative functions Improves Human Resources and benefits
v Finance — Scheduled Deployment 10/1/03 management and planning across DHHS and
Travel — Sch eduled Dep loyment 9/1/03 NIH
Property Modernizes the processing of Human
Acquisition/Supply Resources actions
R & D Contracts Replaced the DHHS Human Resources

v Service & Supply Fund system (IMPACT)

v" Replaces the current Administrative
Database (ADB)
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NBRSS Governance Structure

@421l NBRSS Governance Structure

APCH SFPORT ST

20
+1

NiH Le aders
Administrative Manage ment Systems SteeT DHHg Rep, W - NBkss 1 ity ) .

= *Funct. Teams - employees reporting to
Committee (AMSSC) *Tech. Teams -CIT employees reporting to TM
] *BearingPoint employees report to SI
«CM-NBRSS employees reporting to Director
«Each, in tum, reports to Project Manager
Project Manager *Functional Advisory Committee and Resource
Colleen Barros Team members are IC/OD employees

(NBRSS) serving on ad hocbasis
Steering Committee is top policy making body
I

Functional Technical Systems Change Change Management
Managers Managers Integrator Manager Advisory
Leslie Siddeley (NBS) Carol Perrone (CIT) Tom Breuer Susan Corey Committee
Jan Maltbie (EHRP) Jack Vinner (CIT) (BearingPoint) (NBRSS) (NIH IC/OD)

Functional Advisory
Committees

(NIH IC/OD)

Functional Technical
Team Team

Members Members
(NBRSS) (NBRSS)

Functional, Technical
and Change
Management
Team
T Members
I (BearingPoint)

Change Mgmt
Team

—
A0 Et\d‘“se's Resource Teams
\ (NIH IC/OD)
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NBS - An Integrated System

Purchasing
Dracle & CompuSearch)

General Ledger / Inventory
Budget Execution (Oracle)

(Oracle)
Projects

Property
R&D Oracle
(Sunflower) Confracts ( :

(CompuSearch)

NBRSS Overview
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NBS — How it Works

FAUEM \NBS — How it Works

» Typically, transactions proceed horizontally across several administrative
functions.

Administration uses the NBS to purchase a piece of equipment for a scientist.

In real time, this information automatically transmits to finance to check funds
availability; obligate funds; and once the equipment is received, pay the bill.

Upon receipt this information automatically flows to property to track the equipment.

» Whyan integrated system?
Himinates multiple entries;
Minimizes the potential of errors;
Provides accurate reports; and

Himinates the expense and technical difficulty of linking together systems that are
dedicated to individual functions.
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Expected Benefits of the NBS

N Expected Benefits of the NBS

» One integrated system, linking each of the major
business functions, including human resources;

» Better integration and sharing of information within the
organization;

» Improved managerial control and access to key data; and
» Improved financial statements and management reports

across NIH, using the new Accounting Classification
Structure (ACS).
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Realities of the NBS

SUVEMN Realities of the NBS

NBS replaces a dying system —something had to be done. NBS offers a
modern-day feel, but no system is perfect, and the NBS will not solve
everything.

NBS is not a proprietary system — we’re bound by the software, and
customizations are costly.

There will be a phased conversion period, so we will not experience the full
functionality and benefits all at once. As pieces of the currentsystem are
shut down and the new system is set up, there will be disruption.

The administrative, legal, and regulatory policies outside of the NBS remain.

To reap the full benefits of the NBS, local IC policies and approval levels may
need to be reevaluated.

The NBS project is not operating independently — it is influenced by various
Department initiatives.
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Track 1 Activities: General Ledger/Budget

WALl Track 1 Activities: General Ledger/Budget

» NBS General Ledger replaces the CAS as the system of
record

» New projects (former CANs) are created

» Budgets are entered based on the new accounting
structure
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Sample Track 2 Activities: Travel

g%fnbrss  Sample Track 2 Activities: Travel

NBS Travel System

" Enter, approv e, and electronically route travel documents, such as authorizations and
vouchers.

Accounts Payable

" Process pay ments to travelers and travel management centers for expenses entered in the
NBS Travel Sy stem
" Maintain the database of travelers and banking information

Accounts Receivable
. Establish a list of sponsors that is referenced by the NBS Trav el Sy stem
= Track amounts due from and paid by non<ederal organizations that sponsor travel

Cash Management

" Reconcile inv oices from TMC files to expenses entered inthe NBS Trav el Sy stem and
processed in Accounts Pay able

General Ledger/Fed Admin

. Collect data from all financial subledgers
" Record in-kind contributes from sponsors
= Enter manual journal v ouchers

Copyright © Oracle Corporation, 2001. All rights reserved.

NBRSS Overview
Chapter 3 - Page 12



Oracle Basics

Chapter 4

Copyright © Oracle Corporation, 2001. All rights reserved.

Oracle Basics
Chapter 4 - Page 1



Oracle Basics

Oracle Basics

Track 2 End User Training
August 2003

Copyright © Oracle Corporation, 2001. All rights reserved.

Oracle Basics
Chapter 4 - Page 2



Lesson Objectives

@AMl | esson Objectives

In this lesson, you will learn how to:

» Access the NIH Portal to Log into Oracle
Identify main areas of the Oracle windows
Ide ntify important toolbar buttons and menu paths
Search for existing records

Exit Oracle
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Accessing the NIH Portal

WALl Accessing the NIH Portal

In this lesson, you will learn how to:

=> Access the NIH Portal to log into Oracle
 Identify main areas of the Oracle windows

* Identify important toolbar buttons and menu paths
» Search for existing records

» Exit Oracle
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Accessing Oracle via the NIH Portal

WALl Accessing Oracle via the NIH Portal

» Oracle is a web-based application available via the NIH Portal

» NIH Portal website: http://my.nih.gov

= To Log on use your:

= NIH Domain
= User Name
= Password

= Forassistance, contact NIH Help Desk at 6-HELP (301.496.4357)

» Add the Budget & Finance Community, which is the page where the

Oracle application resides

NBS Finance
v Production
General Ledger, Fed Adrmin, Projects

» Select the NBS Production link to launch the application.
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Logging in to the NIH Portal

Logging in to the NIH Portal

© select your domain: [NIH =] which domain should 1 selecte
(2] User narme: Ipaulsa
Password: Iwﬂ change Password

Warning Notice

This is a U.5. Government computer system, which may be accessed and used only for autharized Government business by authorized personnel. Unauthorized access or use of
this computer system may subject violators to criminal, civil, andior administrative action

Allinformation on this computer systerm may be intercepted, recorded, read, copied, and disclosed by and to authorized personnel for official purposes, including criminal
investigations. Such information includes sensitive data encrgpted to cormply with confidentiality and privacy requirements. Access oruse ofthis computer systemn by any person,
whether authorized or unauthorized, constitutes congent to these terms. There is no right of privacy in this system.

Please e-mail questions or comments to tasc@nih.gov or call 301-594-6248

BT & (¢

Follow the steps below to access the NBS Travel System application from the NIH Portal.

»  Launch Internet Explorer. In the browser, navigate to the NIH Portal at http://my.nih.gov.
(Note: If you need Internet Explorer installed on your computer, please contact the NIH Help Desk at
6-HELP (301-496-4357))

*  Log onto the NIH Portal according to the steps listed below, using the account information you
currently use to log on to Windows at your workstation.

*  Select your domain from the pull-down menu. (Hint: Use the "Which domain
should I select? link for assistance.)

*  Enter your User Name.
*  Enter your Password.
*  Click the Log in button.

For Portal account and password assistance, contact the NIH Help Desk at 6-HELP
(301-496-4357)
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Adding a Community to your NIH Portal View

@401 M Adding a Community to your NIH Portal View

NG PETARS &
FepeuS® Rmss & A BPPORT S

Welcome NIHYpaulsal Poral S

MY PAGES .ﬁ -
MIH PORTAL PAGE | :
»Communities | » Document Directory & l

edit Your Memberships
Wveather for BESes i I

Portal Information
: Center

¥ - - -
yivsy  Light Rain
Hed Hay 21 10:29 AH ET
TeMeTanre ] BLTAOTE : EDIT YOUR MEMBERSHIPS
Humidity: 8§82 W Finish | Cancel
Barometer: 30.14in/1022nk 4 CHOOSE YOUR COMMUNITIES
Winds: NNE at Smph/Skph b

a4 The Communities you belang to and your default Gammunity are displayed on the right. To remove yourself from a non-mandatary Gommunity, click
ihe.Tojoin a Community, search or browse to the Cammunity, put a check mark next to its name, and then click Add to My Memberships
M Wihenyou are finished, click Finish to display your default Cammunity.

Enter a city orzip:l

Search for Communities | [Nl Folders

Browse for Communities
» B2 General Communities » B3 CIO - NIHIT Comrunities Your default Community:
» 5 ICs & Offices a—> ~ [ NBRSS [FeRss Travel Users 1]
ADD TO MY MEMBERSHIPS > Portal Information Center
Mandatary Community

¥ NBRSS BudgetFinance [¥ NBRSS Travel Users NBRSS Travel Users
BudgetFinance Community Community for users of MBS Travel System Unsubscribe

o
Mandatory Community

Enterprise Appli

» B3 Project-Specific » B3 zzTestrolder

What is a Portal Community and how do I subscribe to a Portal Community?

Portal Communities provide content, documents and application access to users who have a
common area of interest. Once you subscribe to a community, it will appear in the list on your
Communities tab every time you visit the NIH portal. Follow the steps below to subscribe to a
community.

1. Click on the “Communities” tab and select “Edit Your Memberships”.

2. Locate a community of interest either by clicking a folder to browse for communities or by
entering a key word in the Search field and clicking "Go" to look for a specific community.

3. Once you locate a community of interest, select it by clicking in the box next to the
community name.

4. Click “Add to my Memberships”. (You may need to select your default community.)

5. Click “Finish”. The subscribed community will now appear in the list on your
“Communities” Tab every time you access the portal.
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Form Terminology

WA UMl Form Terminology

In this lesson, you will learn how to

» Access the NIH Portal to Log into Oracle

=> Identify main areas of the Oracle windows

* Identify important toolbar buttons and menu paths
» Search for existing records

» Exit Oracle
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Form Terminology

4 f%.;}nbrss Form Terminology

» The first step in understanding the system is to understand the layout of the
screens and fields.

’@ racle Applications - ¥izion Corporation Window =] E3

E W i n dow findow Help DR ACLE
Toolbar B4 v o § IDEAN I £LE19 75
'

At these Times...
ul

Status Bar |

Form Terminology

Oracle Applications Release 11 works specifically in a Web-enabled environment. It is
important to understand the terminology of the components within an Oracle Applications form.
Common terms used in Oracle Applications forms are listed below.

Menu bar—Use pull-down menus from this menu bar to navigate or perform actions within a
form

Toolbar — Use icons from the bar to navigate or perform actions within a form

Window—An area where the user interacts with an application (Many windows can be open at
one time and you can access these “overlapping” windows to perform data entry or data search
activities.)

Window title bar—Text in the title bar that indicates the name of the window, and usually,
context information pertinent to the information in that window

Tool tip—Iconic bubble help that you can use to determine the function of a button on the
toolbar. Appears when cursor is held over the icon.

Status Bar - The status line displays status information and pertinent information for processing
your form.
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Form Terminology

2 Form Terminology

ﬂEﬂEtﬂEd

Check Interval

Action Sets Response Sets Alert Details

Form Terminology (continued)
Region—A logical grouping of fields set apart from other fields by a box outline

Region tab—A collection of regions that occupy the same space in a window where only one
region can be displayed at a time

Field—An area in a window that displays data or enables you to enter data
Button—A graphic element that initiates a predefined action when you click it
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Form Terminology

ia
bUtton riods Currency Currency Type
From L] -ur M ency - O Entered
odal
window

Primary Balance Type
CAstual
® Budget
' Encumbrance
-count before ® Hillions
Sumrmary Template !

Accounts

—l—
Scrolling E==s
region NN

Show Balances Show Journal Details

Description

Form Terminology (continued)

Option button—A button that indicates an individual selection is available within an option
group

Modal window—A window that requires you to act on its content before continuing
Scrolling region—A region, containing a scroll bar, in which to view other fields
Block—An area of information relative to a specific business function or entity
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Field Colors

@31 Ml Field Colors

FepgaS® st 4 ki TR T

» Field colors indicate the attributes of the field.

Field Color Description

White Allow data entry

White with Green Text | |ndicate drill-down capability

Yellow Require data entry

Gray with black text Are display only

What Field Colors Indicate

Each block contains fields you use to enter, view, update, or delete information. A field prompt
describes each field by telling you what kind of information appears in the field or what kind of
information you should enter in the field. Fields are color coded to indicate their type as follows:

White Fields—allow data entry

White Fields with Green Text—indicate drill-down capability
Yellow Fields—require data entry

Gray Fields with Black Text—are display-only

Blue Fields—indicate fields to use in Query-Enter mode

The term field generally refers to a text field, an area in a window that either displays data or
allows you to enter data. However, a field can also include a button, check box, option group, or
poplist.
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List of Values

WAL | ist of Values

G PETTVRS O 6
GeyppiS nass § RS BPPORT STETM

< Click the LOV icon
in the field

The list o?

valid values
is displayed

Applications |-

Application

tam applicatain
@Financials Intelligence
@iracle Manufacturing Scheduling
Application Implementation
Application Object Likrary
Application Report Generator
Application Utilities
Applications DBA
AsiafPacific Localizations
CRL Financials
CRL Financials Assets

Description

Demo Demoao Demoao Demao Demao
Financials Intelligence

Oracle Manufacturing Scheduling
Application Implementation
Oracle Application Ohject Library
Application Report Generator
Oracle Application Utilities
Applications DBA

Oracle AsiaiPacific Localizations
CRLFinancials

CRL Financials - Assets

4 |

Using the LOV

The List of Values (LOV) feature is very useful while entering data in Oracle Applications. It
provides you with a powerful, easy-to-use data entry method that increases your accuracy and
productivity. Using the LOV makes data entry an easy task for novice users, and experienced
users can enter correct data with a minimum number of keystrokes.

Oracle Applications notifies you when a list of acceptable input values is available for a field by
displaying the LOV icon in the field. When you display a list, the values appear in a window
with a title that describes the contents.

By using the LOV feature, you can save time and enter data quickly without having to memorize
or look up valid data for each field. You can choose data from an online list of valid input
choices whenever you want. Additionally, you are relying on Oracle Applications to validate
your input since you will know right away if your entry does not match an option from the LOV.

Copyright © Oracle Corporation, 2001. All rights reserved.

Oracle Basics
Chapter 4 - Page 13



List of Values Auto Selection

WALl | ist of Values Auto Selection

FepgaS® st 4 ki TR T

Furchasing

AutoSelection

Using the LOV feature called AutoSelection you can select a valid name from the list with a
single keystroke. When you display the list window, you can type the first character of the name
you want in the Find field. If only one choice begins with the character you enter, AutoSelection
selects the choice, closes the list window, and enters the value in the appropriate field.

List Search

You can use the AutoReduction feature to reduce a list when you know the first few characters
of your name selection. If you do not know the initial characters of your choice, but do know that
your choice contains a certain word or set of characters, you can perform a list search to reduce a
list.

In the list window, enter any group of characters as search criterion in the Find field and click the
Find button. You can use wildcard characters such as the percent sign (%) which represents any
number of characters, or an underline (_), which represents a single character in your search
criterion.

For example, to reduce a list to only those choices that contain the phrase “schedule,” you would
type %schedule% in the Find field and click Find. In any of these list search queries, it does not
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matter whether you use uppercase or lowercase letters as the search is not case sensitive. Oracle
searches all of the columns in the list.
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Long-List Fields

WAl | ong-List Fields

BV PETARS O A
L e -

Enter a partial value to limit the list, % to see all values.

Supplier On Hald

Long-List Fields

If a field has a “long-list"—that is, a list of more than 100 values—when you try to display the
LOV, Oracle Applications will display a window where you can enter list reduction criteria.

Because it takes less time to display a reduced list than a complete long-list, Oracle Applications
prompts you to enter the first few characters that occur in your value of interest to reduce the
complete list. However, to view the entire long-list, enter the percent sign (%) at the prompt and
all of the values will be displayed.

Note: To avoid excessive network traffic and reduced performance, try to enter specific criteria,
other than just a percent sign (%), whenever possible.

Power List

The Power List feature provides an even faster method of data entry. If a field displays a List
icon and you know the value you want, simply enter the first few characters of the value in the
field and press [Tab]. Power List will complete the entry for you. You can also include wildcard
characters with your entry. You do not need to display the list window. If more than one value
matches the characters you specify, a list window containing those values is displayed. If no
values match the characters you enter, a list window containing all the values appears.
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Using Calendars

4211t Using Calendars

TR B
Fpes® a1 e

> Selecting the LOV in date fields will display the calendar

11/MAY/2001
12:  ~[lo0 - [ESENYRRCIZY

Choosing a Date in the Calendar Window

Values in a date field can be typed directly or you can use a calendar to enter a valid value in a
date field if the field displays the LOV icon. If your date field supports time, you can also use
the Calendar window to choose a valid time with the date.

1. Put your cursor in a date field.

2. Click the List icon to display the Calendar window. The date value that appears below the
calendar is called the selected date, which is either the value already in the field, the default
value of the field, or the current system date.
3. Click on a date.
Note: Disabled buttons that show dimmed text represent invalid days, which cannot be
chosen. Similarly, if a date field is display only, you can display the Calendar window
for the field, but you cannot change the date shown on the calendar.

4. Click OK to accept the selected date and close the window.
5. Click Cancel if you want to close the window without choosing a date.
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Application Toolbar

WAL Ml Application Toolbar

In this lesson, you will learn how to

» Access the NIH Portal to Log into Oracle

 Identify main areas of the Oracle windows

=> Identify important toolbar buttons and menu paths
» Search for existing records

» Exit Oracle
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Application Toolbar

w4211 Ml Application Toolbar

BT s & RSk BV ST

Edit Field
Save Zoom
Ne.xt Step Translations
Print Attachments
Close Form Folder Tools

| | | |
DI oseP R ODEHRILEID 2 5|

* New Cut
* Find Copy
* Show Paste
Navigator Clear Record
Delete

Using the Toolbar

The toolbar is a collection of iconic buttons, where each button performs a specific action when
you choose it. Each toolbar button replicates a commonly-used menu bar item. Depending on the
context of the current field or window, a toolbar button can be enabled or disabled. You can
display help or a tool tip for an enabled toolbar button by holding your mouse over the button.
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File, Edit, and View Menus

a2 Ml File, Edit, and View Menus

BT s & RSk BV ST

e = T To W ey View o=y Tools

Lindo Typing Show Mavigator
2o

it
Save and Froceed Paste
[Next Step Cuplicate

Export Record -

Find All
Duery By Example »

lear
Delete Translations...
Log on as a Different User... Attachments. ..

Switch Responsibility Belestall
- ’ Deselect Al Surmmary D etail

Flace on Mavigatar

Print...
= Edit Field... Eequests

Zlose Form _ Freferences
_ Exit Oracle Applications

M > File
Save—Saves any pending changes in the active form.

Save and Proceed—Saves any pending changes in the active form and advances to the next
record.

Export—Exports information in your current form to a browser.

Switch Responsibility—Allows you to change the responsibility in effect for your current log
on.

Print...—Prints your current window.
Close Form—Closes all windows of the current form.
Exit Oracle Applications—Quits Oracle Applications.

M > Edit

Undo Typing—Undoes any typing done in a field before the field is exited and returns the field
to the most recent value.

Clear Record—Erases the current record from the window.
Clear
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Field—Clears the data from the current field.

Block—Erases all records from the current block.

Form—Erases any pending changes from the current form.
Select All—Selects all records (for blocks with multi-select).

M > View

Show Navigator—Displays the Navigator window.
Find All—Retrieves all records.
Requests—Displays the Request window.
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Searching for Existing Records

WALl Searching for Existing Records

In this lesson, you will learn how to

» Access the NIH Portal to Log into Oracle
 Identify main areas of the Oracle windows

* Identify important toolbar buttons and menu paths
=>» Search for existing records

» Exit Oracle
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Using the Find Window

Batch Spec Ify
Journal search

Source Period criteria
Categary Currency

Status Control Total
Batch

Journal
Click the
Find button

L 1

Using the Find Window
1. (M) View > Find or click the Find icon on the toolbar.
2. Enter your available search criteria in the appropriate fields of the Find window.

If a field does not provide a list of values for you to choose from, you can enter wildcard
characters (% and ) in the search phrase. You cannot, however, use query operators
(such as >, <, and so on) in a Find window.

3. Click the Find button to find any matching records.

4. Click the Clear button to clear the current search criteria from the Find window so you can

enter new search criteria.

5. Click the New button to enter a new record in your current block if your search finds no
matching records. Not all windows support this.

Copyright © Oracle Corporation, 2001. All rights reserved.

Oracle Basics
Chapter 4 - Page 23



Query Results

B Ent

Name

ldentifier Gender

P PO00D3659 ‘ ®lale
111887777 |

Ernployrent Dates gL el E]

Personal Information

Reviewing Your Data

After a search, Oracle Applications retrieves any records that matched your search criteria.
Always enter the most selective search criteria that you can.

How to Review Retrieved Records

Use the scroll bar or the down arrow on your keyboard to view additional records currently not
visible on the screen in a multirecord block.

(M) View > Record First to see the first record.
(M) View > Record Last to see the last record.

Note: Scrolling through records and using the Record Last command uses significant
system resources. Avoid this by entering selective search criteria.
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Searching for Data Using Query Mode

W41l Searching for Data Using Query Mode

FRISNRE & RESLARCH SOFPORT ST

Identifier Gender

Emplo riber & ldale ®Female

Employment Dates
Personal Information
Birth Date Email

hdail Woark Telephone

Select the F11 key (Fields turn blue)

Enter your search criteria, using % wildcard
Select the Ctrl + F11 keys

Review the retrieved records

b=
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Exiting Oracle

WA 1LUESMl F xiting Oracle

In this lesson, you will learn how to

» Access the NIH Portal to Log into Oracle
 Identify main areas of the Oracle windows

* Identify important toolbar buttons and menu paths
» Search for existing records

=> Exit Oracle
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Logging Out of Oracle

WALl | ogging Out of Oracle

N

» (M) File > Exit Oracle Applications

» Use this method so that your username is cleared from
system access.

Save and Proceed
[ext Step

Export

Flace an Mavigatar

Log on as a Different User...
Switch Responsibility...

ailability
Brint...

Close Farm
Exit Oracle Applications

Exiting Oracle Applications

(M) File > Exit Oracle Applications, to log off the system. It is important to exit the system in
this manner, rather than any other, as this is the only way to ensure that your user name is cleared
from system access.
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Logging Out of Oracle

WALl | ogging Out of Oracle

Fpeas® mass o

Close the Oracle Applications 11i window by selecting the Xin the upper
right hand corner.

3 Oracle Applications 11i - Microsoft Internet Explorer

/A IMPORTANT: Do not close this window

Closing this window will cause Oracle Forms-based applications to close immediately, losing
any unsaved data. This window may be minimized safely at any ime and may be closed
once all work in Oracle Forms-based applications is complete

Copynght ©1993, 1999, 2000, 2001, 2002 Oracle Corporation
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Lesson Summary

@31 Ml | esson Summary

In this lesson, you learned how to
Access the NIH Portal to Log into Oracle
Identify main areas of the Oracle windows
Ide ntify important toolbar buttons and menu paths
Search for existing records

Exit Oracle
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Entering Bethesda Clinical
Center Patient Travelers

Chapter 5
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Entering Bethesda Clinical Center Patient Travelers

Entering Bethesda Clinical Center Patient
Travelers

Track 2 End User Training
August 2003
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Lesson Objectives

@AMl | esson Objectives

After this lesson you should know how to:

* Enter New Bethesda Clinical Center Patient Travelers
» Update Bethesda Clinical Center Patient Records

* Manually Execute Scheduled Processes
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Entering New Patient Travelers

WALl Fntering New Patient Travelers

After this lesson you should know how to:

= Enter New Bethesda Clinical Center Patient Travelers
» Update Bethesda Clinical Center Patient Records

* Manually Execute Scheduled Processes
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Clinical Center Patient Entry Process

¥a SV EMl Clinical Center Patient Entry Process

Clinical Center has been authorized to enter the patients directly into
NBS. OFM will retain oversight of the process through a report.

OFM monitors Clinical Center patient entry and makes
corrections if necessary

1. The Patient Travel Voucher
office receives a MIS formfor a new
patient and forwards it to the Clinical

Center Patient Entry staff

3. The Organization Administrator assigns a
routing list to the traveler inthe NBS Travel

l System
2. The Clinical Center Patient Entry J l

User enters the patient trav eler to NBS 4. A travel document can

-+| be created and approved
i« Patient Data is added to the Oracle Employee Screen for the new Patient

+ An Oracle process is run to populate the supplier table Trav eler
: and the NBS Travel System :

The Clinical Center in Bethesda is responsible for entering new patients that travel to the Clinical
Center into Oracle HR.

A process will run periodically to send new traveler information to the NBS Travel System.

The Clinical Center Organization Administrator is responsible for setting up the traveler profiles
for the newly-added patient travelers and assigning a routing list.

OFM is responsible for general oversight of the Clinical Center’s patient entry to ensure that
guidelines and standards are followed.
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Option 3: Oracle Extension

WALl New Traveler Addition Process

Adding a Patient Automatic Processes Setting up Patient
Traveler to NBS Run Traveler in

y NBS Travel sy

Oracle Supplier T able System
Populated

|
5
*

Org Admin determines
NBS Travel System r =P new patients added

“Traveler” table Populated B L

| Receive Request |
v
I Review Request I

Org Admin completes
r = travelerset up in NBS
Travel Sy stem

L

Urgent Need Requires
Manual Pro cessing

| Enter Request |

|

I

. I Run Patient :

Request Set I I

|

|

I

I

Traveler Added
to the NBS

Travel Fa
System

Patient Record Send report to
needed immediately? Org Admin
Org Admin Runs
Gelco Import

The Clinical Center Voucher Office will inform the Clinical Center Patient Entry staff that a new
traveler is required by providing them with a copy of the MIS form.
The Clinical Center Patient Entry Staff is responsible for entering the patient in the NBS.

The Organization Administrators for the Clinical Center are responsible for setting up the patient
traveler’s profile in the NBS.

In addition, if the need to enter a travel document in the NBS is urgent (ie. You cannot wait for
the traveler’s data to be passed to the Gelco Traveler Tables), the Clinical Center Patient Entry
staff and the CC Org Admin can manually execute the processes.
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Search NBS for Existing Records

W42l Search NBS for Existing Records

BT s & RSk BV ST

Before entering a new patient, we
recommend checking the database to see if
a patient record already exists.

2. Review request

NBS Travelers
.\ Is there a patient by the name of John Smith here?

New Traveler Request

We suggest that you search by both the person’s name and social security number to ensure that
the person is not an existing patient in the NBS.

Note: If the person has already been entered into the system but does not have a patient record,
the individual must be entered into the system as a patient in order for their payments to process
correctly.

Copyright © Oracle Corporation, 2001. All rights reserved.

Entering Bethesda Clinical Center Patient Travelers
Chapter 5 - Page 7



Searching for Existing Records

W41l Searching for Existing Records

FRISNRE & RESLARCH SOFPORT ST

2. Review request

Name

Last Mame

% Find Emplo

Before you enter a new patient traveler, you should ensure that the person does not already exist
as a patient in the NBS.

Use the Find button on the application toolbar to access the Find Employees window.

We will use the LOV for the Full Name and Social Security fields to search for existing person
records.
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Searching for Existing Records by Name

@321 Ml Searching for Existing Records by Name

o
Fpes® a1 e

2. Review request

Emplc
AU ONES%.JENNIFER %

*JONES, JENNIFER: CPO0009179
JONES, Jennifer M 0010813760
JONES, Jennifer N 0011062796

1. Enter the person’s partial name in the Full Name field with appropriate wildcard characters.
Note: Search for the name using last name%first name%

2. Press the Tab key.

3. Review the results of the LOV.

If multiple records exist for this name or partial name, they will appear in a LOV as displayed
above.

If the LOV does not contain a record whose number begins with either CP or CONV, then
you may enter a new record after searching for the SSN.

If the LOV contains a record whose number begins with either CP or CONV, search for
the person’s social security number to ensure that the person matches the existing patient
record. If so, reject the request.

If a single record exists for this name or partial name, the Number field will default. Follow the
same instructions as above.
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If the status bar indicates that the value you entered is not a valid value, then no records exist for
this name. Search for the person using their SSN to verify that this is not a duplicate request.
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Searching for Existing Records by Social Security Number

Searching for Existing Records by Social
e Security Number

2. Review request

1. Enter the person’s social security number in the Social Security field
2. Press the Tab key.
3. Review the SSN and names of existing records.

If multiple records exist for this SSN, they will appear in a LOV.
If the LOV does not contain a record whose number begins with either CP or CONV, then
enter a new record.

If the LOV contains a record whose number begins with either CP or CONYV, then reject
the request as it is a duplicate.

If a single record exists for this SSN, the Full Name field will default. Follow the same
instructions as above.

If the status bar indicates that the value you entered is not a valid value, then no records exist for
this SSN. If you have searched the database for the patients name, then you may now enter the
new patient.
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Searching for Employees

NIH Payables Manual Vendor Entry User
N > Employees > Enter Employees

Enter Person

NIH Phoenix Patient Entry User

NIH Baltimore Patient Entry User
NIH Clinical Center Patient Entry User
NIH Non Affiliates Entry User

N > Enter Person

Enter Person

EEEnter Person
Name
Last Mame
First
hiddle
Title

Identifier Gender

Erployee NMumber ®hiale ®Famale O Lnknownh
Social Security

=i B 18- JUN-2003 —

Personal Information

Birth Date Ermail
haail Wark Telephone
[l

1. Press the E Find button on the application toolbar.

Result: The Find Employees window is displayed.
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% Find Employees

Full Mame

Murmhber

Social Security

Location

Supervisor 4}

Enter the search criteria.

* Enter the individual's social security number in the Social Security field. Be sure to use
the correct format (NNN-NN-NNNN)

* Enter the person's partial name by typing the last name first followed by a % and then
the first name. Example: JONES%JENNIFER.

* Press the Tab key

Results: You will receive one of the following results:
— The status bar will indicate that the LOV contains no such values if no record
matches your search criteria.
— The Full Name and Number fields will display the information for the person
matching your search criteria if one record matches your search criteria
— The LOV search results are displayed if multiple records match your search criteria.
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e % ONES %JENMIFER % |
M

no1081 3760
JOMES, Jennifer M 0011062796

Note: The Number field will display the employee number for the individual. Employee
numbers that do not begin with a letter prefix are NIH Affiliated persons. Employee
numbers that begin with a letter prefix are as follows:

— CP = Clinical Center Patient

— PP = Phoenix Patient

— BP = Baltimore Patient

— CONYV = Converted Patient

— NN = Non-NIH Affiliated

If no records were found, goto task #3.
If multiple records were found, goto task #5. Otherwise, goto task #6.

3. Select the Clear button.

4. Close the form by pressing the @ Close Form button on the application toolbar.
End of activity.

5. Select the record that you want to review and press the OK button.

6. Select the Find button.

Result: The record matching your search criteria is displayed.
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EZEnter Person
Name

Last Mame

hiddle
Title

Identifier Gender

11222 881456

Emplayment Bates  (IERE] S]] |k
Personal Information

Birth Date Ermail

Note: You will only be able to see the record details for those individuals for which you are
eligible to enter/request. For example, individuals with NIH Clinical Center Patient Entry
User responsibility will only be able to view the record details of Clinical Center patient
records whose employee numbers begin with CP.

End of activity.
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Entering A New Patient Traveler

o 3. Enter request
[ JASPLR

Enter Patient Name
Enter SSN
Sawe the record

Select the More
button

Enter the Address
Information

Confirm the
Assignment

e — Information

S blamsd Bopes pseaites i ST A RTRETT AT B dplliliTee 0, “'

=
[

Copyright © Oracle Corporation, 2001. All rights reserved.

Entering Bethesda Clinical Center Patient Travelers
Chapter 5 - Page 16



Entering Clinical Center Patients

Purpose

The purpose of this document is to describe how to enter Bethesda Clinical Center patients into
the NBS.

NIH Clinical Center Patient Entry User

N > Enter Person

Enter Person

EEEnter Person
Name
Last Marme
First
Middle
Title

Identifier Gender

Employes Mumber - ®hilale ®Female

Emplayment Dates (NI EONE] — T
Personal Information

Birth Date Email

il _ YWark Telephone

1. Enter the patient's last name in the Last Name field.
2. Tab to the First field and enter the patient's first name.
Result: The Employee Number field will be populated with a value beginning with "CP".

3. In the Social Security number field enter the patient's social security number or the first
available number from the block of pseudo numbers provided by OFM Government Accounting
department.

Important: Once you save the record, you will not be able to update the SSN and Name
fields. Changes to these fields will require OFM involvement.
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4. In the Gender block, select the gender of the patient.
5. Revise the employment dates as necessary.

Important: The date in the Employment Date: From field must be a date prior to the start
date of the trip. Use the LOV to update the field.

6. Enter the following in the Personal Information block:

Note: These fields are optional.

Field Name Description
Birth Date Enter the patient's birth date
Mail Select Home or Office from the LOV
E-mail Enter the patient's email address
Work Telephone Number Enter the patient's work telephone number

Example: Below is a sample completed Clinical Center patient form.

EEEnter Ferson
Name
Last Mame
Firat
Fiddle
Title

Identifier Gender
| CPDO0D09190 & hdale DFemale ® LInknown
222 f8-4456

SR04 _DEC-2003 — |

Personal Information

Birth Date Ermail
hitail Wark Telephane

7. Save your changes.

Note: You must save the record before proceeding to the next step or the system will stop
you.

8. Select the More button.
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Result: The Person Information window is displayed.

% Fersan Infarmation

Murmber CPI]I][II]H 190

i CSlllnited States {Internation:§
Address

Details

Type W Primary

Dates |04-DEC-2003 2 Gl

9. Place your cursor in the Address field.
Result: The Personal Address Information window is displayed.
E Fersonal Addr Infarmation |

: |United States (International US International Ad

United States
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10. Enter the patient's address and telephone information as described below.

Field Name Description
Address Style Defaults to United States (International)
Address Linel Enter the street address of the person
Address Line2 Enter additional street address information
Address Line3 Enter additional street address information
City Enter the city information
County Enter the county information
State Select the state information from the LOV
Zip Code Enter the zip code
Country Select a country from the LOV
Telephone Enter a telephone number for the person
Telephone?2 Enter an alternative telephone number for the person

Example: Below is a sample completed Personal Address Information form.

A vle LIS International Addre

Addre

Address Li

Ad

Country

Telephone

D

11. Select the OK button.

Result: You are returned to the Person Information window.
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i JONES, JULIE [FE =8 CP 00009190

Style IUnited States (International)
Address IUnited States (International).1526 MAIN STREET.. \WASHINGTON..DC.200;

Details

Type I r I+ Pritnary

Dates Il]aLDECQI]IB ] [: r ]

12. Select the Assignment region tab.

Result: The assignment-related fields are displayed.
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i JONES, JULIE [FE =8 CP 00009190

Assignment

Aszignment Mumber CPI]I]I]I]919I] Job |PAT
Position I Supenisar
Oryganization IHNJ CC CLNCL CTR Billing Title

ﬂccuunﬁng Information
Set Of Books |NATIOMAL INSTITUTES OF +

Default Expense Account |

Location Address

Lacation Style |

Address ]
]

13. Confirm the following values:

* the Job field displays "PAT"

* the Organization field displays "HNJ CC CLNCL CTR"
14. Save your work.
15. Close the Person Information window.

Result: The Enter Person window is displayed.
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EZEnter Person
Name
Last Mame
First
hiddle
Title

Identifier Gender

Employee Mumber

11222 881456

Emplayment Dates
Personal Information
Birth Date
T

Note: The Last Name, First, Middle, and Social Security fields are gray, indicating that
updates to these fields are prohibited. If changes are required, submit a request to the
NBRSS - Govt Acctg mailbox.

End of activity.
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Practice Lab

A2 Ml Practice Lab

TN RSTITTS O HEATH
q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 1: Entering New Patient Travelers
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Updating Patient Records

42118l Updating Patient Records

After this lesson you should know how to:
» Enter New Bethesda Clinical Center Patient Travelers
= Update Bethesda Clinical Center Patient Records

* Manually Execute Scheduled Processes
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Updating Clinical Center Records

\'ﬁ é} QQT?S

Updating Clinical Center Records

The Clinical Center can not update the following fields after saving the
record: E—
= Patient's Name o

= Patients SSN

Midelle P
Title

)" antifier Gender
CPO0003656 il ®hale

Restricted from Updating I
Employ N 18-JUN-2003 | -

Personal Informa

It ail W 301 4444526 )

If an update is required to the Name or Social Security fields, the
Clinical Center must submit a request to the NBRSS — Gowt Acctg
mailbox.

The Clinical Center patient records may require updating in the event that:
* OFM requests an update be made based upon their review of the Patient Audit Report
* The Clinical Center locates an error on a previously entered patient
* A patient submits a change in name, SSN, or address.
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OFM Identifies Error on the Patient Audit Report

%é 210 -- 3 OFM Identifies Error on the Patient Audit
T s S Report

Scenario:
OFM identifies an error on the Patient Audit Report

Course of Action:

Error in Address:

» OFM contacts Clinical Center staff who entered the record and
request that they update the record as required.
» Clinical Center makes the changes to the address

Error in Patient’'s Name or SSN:

» OFM contacts the Clinical Center for support documentation.
» OFM corrects the error in the Employee table.
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Clinical Center Identifies Error

w4 SUUESEE Clinical Center Identifies Error

Scenario:

The Clinical Center identifies an error on the patient record

Course of Action:

Error in Address:

Clinical Center staff make the correction to the address

Error in Patient’'s Name or SSN:

» Clinical Center staff submits a request via email to the NBRSS — Gowvt
Acctg mailbox

» OFM will ensure proper support for the change before making the
update to the record
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Patient Information Changes

W42 1L Ml Patient Information Changes

Scenario:

The patient informs the Clinical Center of changes to personal
information

Course of Action:

Changes to Address Information
Clinical Center staff make the correction to the address

Changes to Patient’s Name or Social Security Number

» Clinical Center staff submits a request via email to the NBRSS — Gowt
Acctg mailbox

» OFM will ensure proper support for the change before making the
update to the record
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Modifying Clinical Center Patient Information

Purpose

The purpose of this document is to describe how to modify Bethesda Clinical Center patients in
the NBS.

NIH Clinical Center Patient Entry User

N > Enter Person

Enter Person

EEEnter Person
Name
Last Marme
First
Middle
Title

Identifier Gender

Employee Number ®hilale ®Female S LInk noven
social Security

Emplayment Dates (NI EONE] — T
Personal Information
Birth Date Ermail

il YWark Telephone

1. Select the Find E button from the applications toolbar.

Result: The Find Employees window is displayed.
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% Find Employees

Full Mame

Murmhber

Social Security

Location

Supervisor 4}

2. Enter the search criteria as described below:

Field Description
Full Name Select the person's full name from the LOV
Number Enter the employee number or select it from the LOV
Social Security Enter the person's social security number or select it from
the LOV
Location Enter the person's location or select it from the LOV
Supervisor The NIH currently does not use this field

3. Select the Find button.

Result: The Patient record is displayed in the Enter Person window.
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EEEnter Person

Name

tliddle
Title

Identifier Gender

= LT - CPO0003656 ®hale [ male ® | Inkriown

Emplovment Dates MBI

Personal Information

E[la B 16 JUN-1970 Ernail
S Home Yotk Telephane  EIRLLELED

[l

4. Modify the Personal Information block as required.
5. Save your work.

If a modification to the patient's address or telephone numbers is required, goto task #6.
Otherwise, end of activity.

6. Select the More button.

Result: The Person Information window is displayed.
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rs

EERSJONES, JULIE A T8 CPO0003656

Address

Style United States (International

Address |United States (International). 1777 S Street, NW.Apt. 34. Washington..DC

Details

Type | W Primary

Dates |134un2m13 | [ |_ ]

7. Place your cursor in the Address field.
Result: The Personal Address Information window is displayed.
E Fersonal Addr Infarmation

UM United States (International) IS International Addr
1777 5 STREET NW
APT 34

e District of Columbia

ountry

IR 202 555 9696

Telephans2

B

o

8. Modify the patient's address and telephone information as required.
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Field Description
Address Style Defaults to United States (International)
Address Linel Enter the street address of the person
Address Line2 Enter additional street address information
Address Line3 Enter additional street address information
City Enter the city information
County Enter the county information
State Select the state information from the LOV
Zip Code Enter the zip code
Country Select a country from the LOV
Telephone Enter a telephone number for the person
Telephone2 Enter an alternative telephone number for the person

9. Select the OK button.

Result: You are returned to the Person Information window.

E FPersaon Infarmation

EEG JONES, JULIE A =S CP 00003656

Address

Style (United States {International)
Addrese  [United States (International). 1777 5 STREET NW.APT 34. .WASHINGTOHN..

Details

Type || r I Primary

Dates [18-JUN-2003 [ 1_ I

10. Save your work.
11. Close the Person Information window.

Result: The Enter Person window is displayed.
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EEEnter Person

Name

tliddle
Title

Identifier Gender

= LT - CPO0003656 ®hale [ male ® | Inkriown

Emplovment Dates MBI

Personal Information

E[la B 16 JUN-1970 Ernail
S Home Yotk Telephane  EIRLLELED

[l

Note: The Last Name, First, Middle, and Social Security fields are gray, indicating that
updates to these fields are prohibited. If changes are required, submit a request via email to
the NBRSS - Govt Acctg mailbox.

End of activity.
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Practice Lab

A2 Ml Practice Lab

TN RSTITTS O HEATH
q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 2: Modifying Clinical Center Patient Records
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Patient Audit Report

WALVl Patient Audit Report

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

» The Patient Audit Report has been developed to facilitate the review of
Clinical Center patient entry

Mational Institutes of Healtth (MIH) Start Date: 01 JURN 2003
MIH Patient Audit Report End Diate ;30 JUR 2003

Full Mame Employee #, S50, Person Type Adcress CreationiUpdate Date

CRODODZ6S4. 111-22-2333 CLIMICAL_CEMTER_PATIEMT 321 TAYLOR AWE||ROCKYILLE|MD|20550|US 1 3-JUN-03 7 13-JUn-03
WANYME, JOHM CROOOOZ6SS 789-12-4567 CLINICAL_CEMTER_PATIEMT 10230 DUE RANCH||HUSTORMN|TX]|US 13-JUN-03 £ 13-JUN-03
HARMAR, RACHEL CROOOOZ664 559-25-4658 CLINICAL_CEMTER_PATIEMT 995 GREEN ROAD||SALT LAKE CITY|UT|G59632|US 27-JUN-03 § 27-JUN-03
MAKIMNE, DUROMN CPOOOO3ET2 CLIMICAL_CENTER_EATIEMT. 55 SUX||||AK]US 27-JUN-03 § 27-JUN-03
JOMES, JULIE & CRODODZ6SE, 152-85-7596 CLINICAL_CEMTER_PATIENT 1777 S Street, pMyW|Apt. 34/Washington|DC[20016|US 18-JUN-03 £ 18-JUN-03

» Run the report as necessary to ensure accurate entry of information

» The report may be run for a specific date range such that records
entered or updated within that date range will be displayed

The Patient Audit Report displays Clinical Center patient records that have been entered or
updated within the date range specified in the report parameters.

The following information is displayed on the report:
» Patient’s Full Name

*  Employee Number

» Social Security Number

* Person Type (Always Clinical Center Patient)

* Address

* Created Date/Updated Date

Items for review include:

* Completeness of information
* Duplicative records

* Accuracy of information
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Submitting the Patient Audit Report

Purpose

The purpose of this document is to describe how to generate the Patient Audit Report. The
Patient Audit Report is used to review the patient traveler records entered into the NBS by the
Clinical Center

NIH Payables Manual Vendor Entry User/ NIH Clinical Center Patient Entry
N > Other > Requests > Run

Submit a New Request

% Submit a Mew Reguest

What type of request do you want to run?

you to subrmit an individual regquest.

® Heguest Sat
This you to submit a pre-defined set of

refquUests.

1. Select the OK button.

Result: The Submit Requests window is displayed.
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% iuhmit Reguest

Run this Request...

Languages

At these Times...

=0 As Soon as Possible Schedule:.

Upon Completion...

all Dutput Files

[atify [ Cptions. ..
Print ta —]

2. Click on the LOV in the Name field and select NIHTM Patient Audit Report

Result: The Parameters window is displayed.

Run this Bequest...

BELGES NIHTM Patient Audit Report

ELLIEEEN American ]'E'nglish :

At these Time

Run = 24

Is

Ferson Type [CLINICAL CENTER _PATIEN |B iz

Upon Comp Start Date I
End Date - ]
(¥

3. Inthe Start Date field, enter the date from which you want to review the records.
4. In the End Date field, enter the date to which you want to review the records.

5. Select the OK button.
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Result: The Parameters window closes.
6. Select the Submit button.

Result: The Requests window is displayed.

Refresh Data Find Requests Submit a Mew Feguest...
(T |NIHTM Patient Audit Rep. CLINICAL_CENTER_PATIENT, 01-J1 =
Hald Request iew Details... ey Clltpit
Cancel Requast Diagnostics = M

7. Select the Refresh Data button until the Phase field displays "Completed"
Note: If the Status field displays anything other than "Normal", contact the NIH Help Desk.
8. Select the View Output button to view the report.

End of activity.
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Practice Lab

A2 Ml Practice Lab

TN RSTITTS O HEATH
q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 3: Submitting Requests # 1 —2 only.
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Manually Executing Scheduled Processes

w4 §@jnbrss Manually Executing Scheduled Processes

After this lesson you should know how to:
» Enter New Bethesda Clinical Center Patient Travelers
» Update Bethesda Clinical Center Patient Records

= Manually Execute Scheduled Processes
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Option 3: Oracle Extension

W42l Manually Executing Scheduled Processes

Adding a Patient Automatic Processes Setting up Patient
Traveler to NBS Run Traveler in

y NBSTravel s
g Oracle Supplier T able System

Populated

Receive Request Org Admin determines
NBS Travel System _ new patients

‘ “Traveler” table Populated fl L
Review Request

Org Admin completes
l traveler set up in NBS

Urgent Need Requires Travel Sy stem
Enter Request Manual Pro cessing 'S\/

: I Run Patient
Request Set

A 4

Traveler Added
Patient Record Send rep_ort to to the NBS
needed immediately? Org Admin Travel ﬁ
System

Org Admin Runs
Gelco Import

If a patient record is required in the NBS Travel System immediately, then the Clinical Center
Patient Entry Staff and the Organization Administrator can perform the tasks in Oracle and GTM
8.1 Administration Module manually.

The Clinical Center Patient Entry Staff will run a request set to populate the Oracle Supplier and
Gelco Traveler interface tables. In addition, the request set will generate the report that the
Organization Administrator will use to set up the patients in the NBS Travel System.

Upon receipt of the report, the Org Admin will run the process to populate the Gelco traveler
tables and then perform the standard set up functions as with any new traveler.
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Running the Patient Addition Request Set

@421 Ml Running the Patient Addition Request Set

BT s & RSk BV ST

The Patient Addition Request Set contains two items:

= The program that populates the Oracle Supplier and Gelco Traveler
Interface tables

= The New Traveler Addition Report

New Traveler
Request Set Addition Report

L

Request Name 1

Request Name 2

Traveler Import
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Submitting the Patient Addition Request Set

Purpose

The purpose of the Patient Addition Request Set is to expedite the process of transferring patient
traveler records entered in the Oracle HR table into the Supplier table and Gelco Traveler
Interface tables. The request set also contains the New Traveler Addition Report that can be
used by the Organization Administrator to identify new patients that were added.

NIH Clinical Center Patient Entry User
N > Other > Requests > Run

Submit a New Request

% Submit a Mew Reguest

What type of request do you want to run?

ou to submit an individual request,

® Request Set
Thisz you to submit & pre-defined set of

1. Select the Request Set radial button and select OK.

Result: The Submit Request Set window is displayed
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% Submit Reguest Set

Run this Bequest...

Fragram Parameters Language

| ptions...

At these Times...

As Soon As Possible . Bchedule.

2. Inthe Request Set ficld, select the LOV button.

Result: The Patient Addition Request Set is populated in the name field and the two
requests are displayed in the Program fields.
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B Submit Reque

Run this Bequest...

FEHIEEEEENIH Patient Addition

Pragram Stage
B HIHTM Convert Employee into Vi({NIHTM Convert Employt American English
HIHTM Hew Traveler Addition Re/NIHTM New Traveler Ac American English

e Fararmeters Language

> ]

At these Times...

As Soon As Possible ~ Schedule

3. Place your cursor in the Parameters field of the line for the NIHTM New Traveler
Addition Report.

Result: The Parameters window is displayed.

&= Parameters

Organization 1d
start Date
_ I~

End Date

4. In the Organization ID field, select "THNK0000000C" from the LOV.

5. Tab to the Start Date field and enter the date from which you would like to review the
entries.

Note: The date format DD-MMM-YYYY must be followed.
6. Tab to the End Date field and enter the date to which you would like to review the entries.

Note: The date format DD-MMM-YYYY must be followed.
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Example: Below is an example completed parameters window.

EE Parameters

HM MIH RATIONAL

D

7. Select the OK button.

Result: The Parameters window closes and you are returned to the Submit Request Set
window.

8. Select the Submit button.

Result: The Requests window is displayed.

Refresh Data Find Requests Submit 3 Mew Reguest...
(ELUETS |NIH Patient Addition tFle]j 12499, 709 =
147527 |Reprint output of request |Completed  |Normal 147266, nbsr3can52, 1, LANDWIDI
147417 |Reprint output of request| Completed  [Normal 147415, nbsr3can550, 1, LANDWIDI
147416 |Reprint output of request| Completed  |Normal 147415, nbsricand52, 1, LANDWIDI
147415 |NIHTM Patient Audit F{Epil Completed Normal CLINICAL_CENTER_PATIENT, 14.A
147414 ||Reprint output of requesi;ll Completed Normal 147266, nhsricansal, 1, LANDWID
147268 |Reprint output of reques{%l Completed HNormal 147266, nbsr3hpd 1k2, 1, LANDWID
147267 |Reprint output of reques{%l Completed MNormal 147266, nbsricansaz, 1, LANDWID
147266 |NIHTM Patient Audit Rep | Completed  |Normal CLINICAL_CENTER_PATIENT, 01J1
140045 ||Suppliers Report Completed Mormal 35824, , Vendor Hame, 1, ,.,,,,, ~

Hald Request “iew Details. .. Sty Dutput

Cancel Request Diagnostics ey Lag.

9. Select the Refresh Data button until the NIHTM New Traveler Addition Report has
completed successfully.

10. Select the View Qutput to view the results of the report.
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End of activity.
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Practice Lab

A2 Ml Practice Lab

TN RSTITTS O HEATH
q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 3: Submitting Requests # 3 — 4 only.
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Lesson Summary

WAl | esson Summary

BT s & RSk BV ST

In this lesson you learned how to:

 Enter New Bethesda Clinical Center Patient Travelers

» Update Bethesda Clinical Center Patient Records

* Manually Execute Scheduled Processes
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Important Dates and
Information

Chapter 6
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Important Dates and Information

Important Dates and Information

Track 2 End User Training
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NBS Track 2 Go-Live

WAL NBS Track 2 Go-Live

September 1, 2003

NBS Travel System and supporting
financial modules were deployed for
entering FY04 travel documents

October 1, 2003 or when FY04
funding is available

Financial transactions resulting from FY04
travel documents will be processed

Copyright © Oracle Corporation, 2001. All rights reserved.

Important Dates and Information
Chapter 6 - Page 3



Initial Oracle Set Up Required

M Initial Oracle Set Up Required

The first time you log into the NBS, you will be required to:
» Download Oracle J-Initiator and

» Update your internet browser security settings

Refer to the technical guidance provided on the NBS
Technical website:http://nbs.nih.gov/technical.html

Copyright © Oracle Corporation, 2001. All rights reserved.

Important Dates and Information
Chapter 6 - Page 4



NBS Travel Support Resources

@321 'cll NBS Travel Support Resources
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» NBS Travel Web links available 24/7

= NBS Oracle Online Help and Reference: http://nbs.nih.gov/training.html
» NIH Portal Support

= Phone NIH Help Desk at 6-HELP (301.496.4357)

= Portal website address: htip://my.nih.gov
» NBS Customer Support

= Phone: Call 5-NBS7 (301.435.6277)
= E-mail: Send e-mail to tasc@NIH.gov
= Web Request for Support: Submit to: http://support.cit.nih.gov

> nVision

= nVision is an evolution of the NIH Data Warehouse, and it is the new reporting sy stem designed
to work in concert with the NBS. nVision is a business intelligence system that delivers NIH-
defined standard reports and facilitates the development of user-created ad hoc reports to
support decision-making and analysis. The first NBS module to be supported by nVision is
Travel.

= E-mail: Send e-mail to nVisionSupport@nih.gov
= Web Site for infformation: httpJ//nvision.nih.gov
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W42l Evaluation
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Please take a moment to complete the

on-line training evaluation
www.surveymonkey.com/s.asp?u=44111257699

Your comments are important to us!
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Good Luck

W21 M Good Luck
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Good Luck!
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